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NL11856

OFFICE AUTOMATION CLERK GS-0326-03

MAJOR DUTIES:

1. Provides office automation and clerical support duties for the supervisor and the staff of the
office assigned. Operates a personal computer with varied keyboard procedures to type a
wide variety of materials such as letters, reports, and forms applying proper format,
arrangement, and processing procedures. Office automation software includes standard word
processing functions. Compiles data and types assigned reports, completes forms or other
materials. Uses automation software to prepare spreadsheets, charts, graphs, etc. Work may
be prepared in final form or draft as specified or required by the nature/use of the material.
Responsibilities include selection and application of appropriate procedures, correct
abbreviations, spelling, grammar, punctuation, assembly of attachments, and other related
clerical processes. Approx. 50%

2. Performs duties to maintain a smooth flow of work which may inchude the following: making
travel arrangements, setting up conferences, obtaining office supplies, maintaining files and
other reference materials. Maintains files of directives, administrative procedures, technical I
guides, reference materials, and other publications as required. Files correspondence, reports, ‘
and other office materials according to established procedures; locates and assembles |
requested materials. Receives incoming correspondence, reports, and work requests, and ‘
routes material to proper staff members. Operates suspense system (o monitor and control ‘
timely completion of suspense documents. Receives visitors and telephone callers; takes and j
refers messages, or refers customers to proper staff members. \

Performs other duties as assigned. ‘
FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION - LEVEL 1-1 - 200 POINTS

Knowledge of office automation equipment to use standard software programs for various office
needs. This includes knowledge of word processing procedures, function keys for producing
typed material, and operation of related equipment such as printers, FAX, and other office
machines. A qualified typist is required.

General knowledge of CPOC organizations to distribute mail, maintains suspense files, and refer
telephone callers and visitors.

Knowledge of grammar, spelling, capitalization, punctuation, and required-formats to prepare
comespondence and reports.

Knowledge of office files to locate or file material, and assist with files maintenance. -
FACTOR 2. SUPERVISORY CONTROLS —LEVEL 2-2 125 POINTS

Receives oral or written instructions concerning work assignments, priorities, and office
procedures. Works according to established procedures, independently in carrying out routine
assignments, and refers problems or new situations not covered by guides to the supervisor of
higher graded employees for further instraction. Work is checked for compliance with
established procedures and applicable regulations. — i




NL11856

FACTOR 3. GUIDLEINES -~ LEVEL 3-1 - 25 POINTS

Guidelines include regulations, dictionaries, style manuals, instructional manuals, and standard - i
operating procedures of the office. Work is carried out in accordance with detailed procedures ‘
and instructions for day-to-day, routine assignments. Any situations, which may require a ‘
deviation from the normal procedures, are referred to the supervisor. i

FACTOR 4. COMPLEXITY - LEVEL 4-2-75 POINTS

The work involves using automation equipment and specific software packages to type and/or
produce office correspondence, reports, charts, efc. Employee must recognize the difference in
existing procedures and applications and make choices from among established alternatives.
Decisions are based on knowledge of procedural requirements of the work coupled with an
awareness of the specific functions and assignments of the staff.

FACTOR 5. SCOPE AND EFFECT - LEVEL 5-2~ 25 POINTS

The purpose of the work is to provide clerical and office automation support to facilitate the work
of office staff.

FACTOR 6/7. PERSONAL CONTACTS AND PURPOSE OF CONTACTS - LEVEL 1A - 30
POINTS

Contacts are with originators of the work, co-workers, telephone callers, and visitors. Contacts
are for the purpose of receiving work assignments, getting instructions, receiving or giving
information, reporting progress or probles, and delivering completed work.

FACTOR 8. PHYSICAL DEMANDS - LEVEL 9-1- 5 POINTS

The work is sedentary. Some standing and carrying of light objects is required.

FACTOR 9. WORK ENVIRONMENT - LEVEL 9-1 - 5 POINTS

The work is performed in an office setting.

TOTAL POINTS - 490




